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Cl ass Specifications

for the Cl ass:

TAX SPECI ALI ST

Cl ass Di stingui shers:

Compl exity: This class reflects responsibility for
provi di ng various technical tax services to taxpayers and
departnmental staff, through the issuance of letter rulings in
response to highly technical taxpayer inquiries requiring
interpretation and application of tax laws, rules and
regul ati ons based on policies set by the Director’s Ofice;
devel opnent of public education and information progranms and
materials pertaining to technical tax matters; devel opnment of
new and revised tax fornms and instructions; and the issuance
of responses to nmedia inquiries concerning technical tax
i ssues. The work al so includes conducting education and
i nformati on sessions on technical tax matters for the public;
conducting internal training and providi ng assistance to
di vi si onal taxpayer services personnel who respond to
techni cal taxpayer inquiries; and review ng for
approval / di sapproval applications fromtaxpayers for exenption
from conveyance tax and general excise tax.

Personal Contacts: Personal contacts include tax return
preparers, attorneys, certified public accountants, speci al
i nterest groups and taxpayers, in responding to highly
technical tax matter inquiries, and conducti ng educational and
i nformati onal sessions; nedia representatives in planning and
coordi nating nedia program activities; and other divisional
t axpayer services personnel to provide training and assistance
on technical tax matters.

Supervi sion Received: Assignnents are perforned
i ndependently, subject to general supervisory review for
techni cal accuracy and conformance with departnmental policies.

Full| Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Knowl edge of: State and related federal tax |aws,
rul es and regul ations; court decisions and | egal tax
opi nions of the Attorney General; departnental policies,
procedures and operations; basic tax accounting concepts
and met hodol ogi es; various tax return forns and filing
requi renents; research and problem sol ving met hods and
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techni ques; and nmet hods of editing and witing
informational tax materials.

Ability to: Interpret and apply tax |aws, rules and
regul ations; analyze facts and make sound deci si ons;
develop tax return forms; present technical information
in a clear and concise manner, orally and in witing;
prepare informational tax materials; speak before groups
and the nedia; and establish and maintain effective
rel ati onshi ps with others.

Exanpl es of Duties: (Positions may not be assigned all of the
duties listed, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude nmanagenent from assigni ng such
duties if such duties are a |logical assignnment for the
position. The classification of a position should not be
based solely on the exanples of duties perforned.)

1. Devel op and issue letter rulings based on policy set by
the Director’s Ofice, by conposing and preparing replies
to highly technical tax inquiries from attorneys,
certified public accountants, other tax preparers and
t axpayers.

2. Devel op and design State tax fornms and instructions
adm ni stered by the departnment.

3. Revi ew and revise State tax forns and i nstructions
according to tax | aw changes.

4. May serve as forns coordinator and assist in the work of
the tax Forms Control Committee in planning, coordinating
and approving new and revised State tax forms and
i nstructions.

5. Pl an, devel op and conduct technical educational and
i nformati onal sessions for tax professionals and ot her
special interest groups on technical tax matters.

6. Pl an, organi ze and conduct training sessions on technical
tax matters for divisional taxpayer services personnel to
mai ntain or update know edge of tax |laws, rules and
regul ati ons, and departnental tax policies.

7. Devel op and wite tax information publications, handouts,
guide materials, etc., supplenentary to technica
rel eases fromthe departnental Rules Office.

8. Provi de responses to nedia inquiries on technical tax
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matters by witing press releases; participating as a
radio or television program panelist or speaker;
recordi ng public service announcenents; etc.

9. Revi ew and approve/ di sapprove applications for conveyance
tax exenption submtted by individuals, business
organi zations, trust, and other organizations.

10. Review and approve/ di sapprove applications for exenption
from paynent of the general excise tax.

11. Analyze and research questions on conplex tax issues
assi gned, and prepare responses for dissem nation to
departmental personnel.

12. Provide assistance to divisional staff on technical or
hi ghly technical tax issues and probl ens.

13. Conduct special studies on new or unusual tax issues for
devel opi ng and issuing clarifying guide materials and
publ i cations.

14. Review and prepare comments and reconmendati ons on drafts
of legislative bills, adm nistrative rules, and Tax
| nf ormati on Rel eases.

15. Coordinate matters of nutual interest and concern with
ot her departnmental divisions, and where appropriate, wth
ot her governnmental agencies, tax practitioners, and
i ndustrial and trade associations, by clarifying
technical tax related matters.

This is the first specification for the new class TAX

SPECI ALI ST.
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